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. 'MIS GENERAL CORRESPONDENCE 
Files contain general correspondence and reports 
f i l es for t h e M a n a g e m e n t I n f o r m a t i o n S y s t e m s ( M I S ) 
S e c t i o n . 

BUDGET 
Information used 1n budget preparation, budget 
drafts, appropriations data. 

RECOMMENDATION: RETAIN FIVE 
YEARS, THEN DESTROY. 

RECOMMENDATION: RETAIN 
THREE YEARS IN OFFICE, 
THEN DESTROY. 

PURCHASING/FINANCE 
Copies of Purchasing Documents, requisitions, etc., 
and invoices processed for payment. Purpose is to be 
able to easily access back up information when 
problems arise with ordering of supplies and 
materials and equipment or in the payment of 
invoices to check authorization for payment has been 
processed. Also used for back up supporting 
documentation for budgetary matters. 

RECOMMENDATION: RETAIN 
CURRENT FISCAL YEAR AND 
ONE PRIOR FISCAL YEAR, 
THEN DESTROY, UNLESS 
INCOMPLETE. 
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4 . 
TRAINING PROGRAMS 

Fi les on training programs offered by the MIS 
of f i ce . Included 1n these f i les are course 
descriptions, attendance rosters, cost analyses, 
agreements, evaluations, etc. 

RECOMMENDATION: RETAIN THREE 
YEARS, THEN DESTROY. 

5. fOMPUTER SOFTWARE AND HARDWARE F I L E S 
• C o n t a i n s i n f o r m a t i o n o n a p p l i c a t i o n s s o f t w a r e , 
b o t h c o m m e r c i a l p a c k a g e s a n d i n - h o u s e d e v e l o p m e n t , 
a n d f i l e s c o n t a i n i n g i n f o r m a t i o n on c o m p u t e r h a r d w ; 
p r o d u c t s . P.ECOTJMEHDATION: RETAIN 

APPLICATION SOFTWARE \\\.Y.<\ 
PERMANENTLY. RETAIN 
COMPUTER HARDWARE F l l P S 
p-nrc VT?ARC; J M A C T T V r F7I r , | 
THREE YEARS IN COLD S'i<:F.Arf, 
THEN DESTROY 


